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Chief, Managesent Staff 17 dmme 1957

Chief, ‘scords Hanagememt Staff

VieeXly Report - Week ¥nding B2 June 1957

1, Comtributions
2. Iangible

(1) Completed 26 mew and revised forms; eliminated 5
forns, Among the new forms were 11 for
F2ID, Yihich were meeded quickly ia conjuntion with
the fhﬂy Report Progran,

(2) ™e Records Center reeeived 32 cubic fest of imestive
records and destroyed 950 cubie feet. This imcluded
the destruction of gver 900 feet accummlated for
several monthe,

(3) Received ! requisitioms feor filing eq ipment and

revised ane to provide for 5 drawer instead of
k drewer, thereby increasin: capasity by 25%,

a'_ Mﬁzﬁdﬁ”&}ﬁ’ﬁ coordinted
b, leview of Filing System, Surgestion Awards Staff,
Review of Zecords Contral Sched:le, DDP,
d, Seventeen new and revised forms in process,
e, Use of Shelf Filing, Industrial leglster. -~
£, Use of Shelf Filing - Blographic legister '
" £. Use of Shelf Filing - Office of Seeurity -
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a. fecords DMsposition Survey, Commereial Staff - awaiting
- commnts fron offige,

b. Installation of Plling System, KI.

¢. Reviaw of Vital Yersommel Reeords,

d. feview of Records Control Schedule, Uffice of Persennsl.
he lews

a, "Operations Alert 1957" will Ye conducted on a reduced

scals in comparison to the 1956 Alert., There will be no
governmant-wide partieipation,

b, The Office of rersomnel has wf.mw sele otion
of a new Zecords Area Officer,
25X1 | : |
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